[Your landlord’s address]

Date: 

Dear [your landlord’s name] 

RE: Unsatisfactory Conditions at [the address of your property]

Further to my letter dated [1st letter date], unfortunately I have not heard from you, and repairs have not been carried out to the property. I have since taken advice from Wolverhampton City Council, Private Rented Sector. 
I am aware that as a private rented tenant, I have rights under the Housing Act 2004. 

I have been advised by the council to allow you a further 14 days in which to carry out repairs for the following issues: 

[List your repair issues] 
If these repairs are not carried out within this timescale then Wolverhampton City Council will visit the property, carry out an inspection and take action against you for outstanding repairs. 
They have the powers to take formal action against you, to carry out the works themselves and put a charge on the property, to prosecute you for non-compliance and furthermore they can charge you for any action they take. 
Please can you kindly make contact with me and make arrangements to carry out these repairs. I am keen for this matter to be resolved amicably. 
My current contact details are: 

[your phone number or numbers]
Yours Sincerely, 

[your name and signature]
